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Correspondence Training or Workshon

Purpose: To make supervisors aware of all correspondence practices they can,
use to save time, effort and money in handling corresvpondence.

|
I Objectives of Correspondence Management

Simplify and soeed up prevaration and handling of corres
‘ Improve quality of correspondence and adequacyg of documentation
| Enable faster training and increased utilization of personnel
‘ Create better public relations.
| Méthod
Conduct surveys to determine types and volume of correspondence prepared
Provide measures for continuous review of correspondence prectices
Develov and maintain unifoqm corres procedures, style, polices and practices
Develop and emoloy use of pvattern naragraphs, letter guides and form letters
| Develop and maintain qualiiy standards for improving letter content
i and writing aotitudes
j Review copy requirements to vrevent prevaration of nonessential copies
i of communications.
|
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